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four and even five days. Messages which are sent by redio (radio tele-
grams) are divided into ordinary (obyknovennyye), "lightning" (molniya),
"deliver immediately" (vruchit! nemedlenrio), "delivér Irmédiately to ad-
dressee, wherever he may be" (vruchit' nemedlenno pé nestu nakhozhdeniya ).
Messages dictated over the telephone (telefonogrammy) ere” divided into
Nordinary", Purgent?, "deliver immediately" and "deliver immediately tc
addressee, wherever he may be." Telegrams are divided into Yordinary",
Murgent® and "lightning." The most wideIly used means of éommunication

in the Merchant as well as the River fleet systems 1s ordinary postal
service. GCorrespondence by radio has been greatly-enrtailed of late.

PROCEDURE FOR REGISTERING DOCUMENTS

3, As I mentioned above, every incoming and outgoing document mast be regis-
tered at every point of transmittal. In 01l organizations of the TSSR,
great importance is attached to the repistration of documents, and the
technioue for such registration has been 2eveloped to perfection, 2l1-
though it is extremely time consuming. Adl officials try to log in
every document, no matter hou trivial its contents. Under Soviet condi-
tiens, this is ex‘remely important in order to be able to find the docu-
ment when it becomes necessary to defend one's positlon in an ndminig-
trative dispute. An entire system of log books (zhurnal or kniga regis-
tratsii) has been introduced to register incoming and outgoing documents
The following organizations or officials keep such log books

(a) Secretaries of the Minister

(b) Secretaries of the deputy ministers

(¢) The office directorate (upravleniye delami) of the Ministry
(4) The message center (ekspeditsiya) of the Minlstry

(e) The chief and central directorates of the Ministry

(f) The central divisions of the Ministry C

(¢) Secretaries of directors of organizations and enterprises
(h) Secretarics of deputy direqtors of organizations and enferprises
(i) In the offices (kantselyariya) of administrative/services
divisions of orgenizations and enterpriéed

(i) In rejor divisions and services of the organizations

(x) Log books for incoming and oubgoing documents are divided
into the following types:

(1) I ¢ Log Book For Orders of the Minister or His Deputies in the
Office Directorate of the Minlstry L
Tn 4his book the number of the order, the dete of signature of the
order, a brief resume of its contents, &n indication that the
crder has been delivered to the press.for regroduction, an_
indication of when the order was sent out and the designations
of the persons or organizations to whom' it was sent ‘for action
are entered in the mannerhshown:beiow.“(The word "execgtor“,
for the Rugsian word "ispolnitel'," will be employed hence-~

forth).
Number of | Date Contents of | Date Tist of | Signet- |Indica-
the order | Signed | the order Delivered | Persons fure of |[tion
to the Receiving] person |that
Printing |the orderj respons- jorder
Office and dete | ible for fhas been

order wasg| dispatch~earried
sent to |ing the Jout
them order

SECRET

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2



Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2

SECRET ’—‘ 50X1

3

(2) Log Book for Orders of the Minister in the Organisations
and Enterprises of the Ministry. : C S
In this log the number and date of publication of 'the
order, & brief summary of its contents, the date the
order was transmitted to the execiitor by the director,
a summary of the director's resolutioh, date and signa-
" ture showing receipt by executor or his representative,
%+ and an indication thet the order has been carried out
are entered., When the order arrives in the organization
1t 18 merked with & square stamp which contalns the
name of the organization, the word "arrived" (postupilo),
date arrived and the incoming number.

(3) Log Boock for Registering Orders of Directors of the
Ministry's organizatlons and enterprises.
Tn this log the number of the order, date it wes signed,
a brief summary of the contents, a list of the executors,
date of delivery to the executors, acknowledgment of re-
ceipt by the executor or hils representatives, and an in-
dication that the order has been carried out are re-
eordad,

(4) Log Book for Inmcoming Mail. T
This log records the ordinal mmbef (ineoming) of ar-
rival of the document, date of arrival, name of the
sender of the document, designation of the receiver of
the document, the date the document was sent out and its
outgoing number, a brief summary of the contents of the
document, and the addressee's acknowledgment of recaipt.

(5) Log Book for Outgoing Mail, C I
This log records the ordinsl number (outgoing) of the
document, date the document wds signed, name of ihe
gender, name of the addressee, brief summary of the
document, date sent, signature of the person respon -
sible for sending and the signature of the sender indi-

cating receipt of a copy.

(6) Log Book for Incoming Rediograms at Radio Statioms.
Unlike mailed documentd, every radiogram has two re-
gistration mumbers (either incoming or outgoing) be-
cause it is registered simultaneously at the radio ste-
tion and in the office (kantselyariye). At the radio
station the radiogram is given the incoming number of
reception at the station, while at the office it is
given the incoming number of arrival at the office.

In the incoming log at the radio station are entered
the radiogram's ordinal incoming number, the date,
hour and minute received, outgolng {heading), mumber
of the sending radio station, outgoing (signoture)
numb:r of the sending office, bthe title of the sendor,
the title of the addressee, a summary of the telegran,
date delivered to the office of the addressee, signa-
ture of the person responsible for receipt.

(7) Log Book for Imcoming mdiograms at the Qffice.
In ‘the log book for incoming radiograms in the office
records the ordinal (incoming) number of receipt of
the radiogram, date of arrival in the office, title of
the sender, title of the addressee, contents of *he
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telerram and receipt of the radiogram by the addressee.

(8) Log Book for Outgoing Radic telarrems from an Offics.
In this log are entered the ordinal (outgoing) number of
the office, (usually called the signature number), date
telegram was delivered by sender, désigiation of uender,
desmgnation of aadressee contents of radiograh, date
sent to radio Station for transmittél, signature of persm
acoepting the radiopram =t the radio etatlon, acknowledg-
ment of receipt of a copy by the sender,

{9) Log Book For Cutgoing Radioprams &t the Radio Statdon.
In this log book are sntored the ordinal Z{_signa‘buro) number
of the redipgram from th: radlo gtation /usually called
the head fumber (golovnoy nomeér)/, thé date the vadiogrem
was received from the sender or office, the outgoing (sig--
netire - podpisndy) number of the office, title of the
sender, title of the addredseg, contents of the telegram,
date =nd time of transmission, nome of person transmitting
the radiogram, name of person receiving the radiogram et
the addressee's radio strtion,

(10) Delivery Registers:
Delivery registers are meintained for intermediale regis-
tration of documents as they pass through intermediate
points on their way from the sender to the addressee, Tiey
are usually kept by couriers, messengers, delivery boys,
ete, fThere is no standardized typé of delivery register,
and any person doing courier work tay. log documents accord-
ing to his own system a$§ long &g he doés not violate the
chain of registration of the doovment in. the process of
its novement. Usually ti:e courier, receiving in the office
a document for delivery to an address, sSigns a'receipt far
the document. Then he logs it in his delivery register,
noting the title of the document (if it is nét in an en~
velope), the titles of the sender and the addressee, the
number of the document and the date of delivery., In de-
livering the document, the courier requires a signature
in his delivery log showing the document has been received.

.

FLOW OF DOCUMENTS

be The Minister and his representatives or deputies cariy on incoming and
outgoing business correspondence throush the appropriste sebretoriss,
divisions, or directorates wic initiate or act on the correspondence.
let us take concrete examles. Juppose the Minister signed some order
or circular. The signed document first pocs fo the Ministef's technieal
sscretary who registers the document in’the log book for the Mlnistox'
orders and transmits (or sends “through a couricr) the order to & compi-
ler (sostavitel) or directly to the office dlrectorate. The compiler
assembles and corrects the copies of the orders in conjunctlon with the
original, notes the approprizte executors and addressees and sends the
order to the office directorate throuzh his secretary, In the office
directorate, the ordcr is registered in the log book for orders and two

approved copies with the assigned order number are sent to the Ministry

printing office for duplication, The original copy of the order remeins
in, the office directorate. After the orier has been reproduced in ibe
required number of copies, it goes to the Idnistry message center (eks-
piditsiya), where it is again registered in the log book fOL the Minis-
ter's orders and then sént to the addressees.
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Suppose that an order addressed to the shief of a shipping line is signed
by the Minister, This letter goes to the Minister's téchnical secretary
If the letter comes directly from the Minister, the secretary registers
it in his log for outgoing mail and sends it to the office dirsctorate
where it is properly loggzed in and sent to the addressee through the
nessage center.  If the compiler of the letter is a director of a di-
vision or a glavk, the secretary turms it over to him without registering
it, or, more frequently, the compiler himself, by-passing the - seereta“yg
approves the document in the Minister's offloe. ‘The compiler gives the
document to his own secretary who registers it in his log for outgoing
documents, ruts on it his oubgeing number,and sends it with the copies
to the message center where he gets a receipt for it. In the message
center, the document is again registered and an outgoing number is
again'placed ori it in such a-way that it forms s fractional numeral -
the numerator being the putgoing number of -the message cénter and the
denominator the outgoing number of the compiler., In addition, the titls
of the division or glavk which is fulfilling the order 1s noted on the
document. The original of the document is sent to the addressee while
the copy is given to the compdler who must sign for it in the log for
outgoing mail in the message center. The fact of the document having
been sent out is noted in the log for outgoing mall of the division.

The procedure for sending out the Ministerfs radiogrem is approxime.tely
the same, The difference is that from the messdge center the radio-
grams of the Minister or his deputies, the followlng. should be noted.
In writing in the signature number on the document, the service code
(dolzhnostnoy kod) of the Minister (TsMCR) or the deputy minister
(TsZM) is entered, and in addition, the first letter of the last name
of the Minister or his deputy is placed before the signature numberw
Thus, for example, radiograms signed by theliniste  hed the follovinv
appearance: N 2432 TsMOR Novikov, Radiograms §i ed“by the Minister's
deputies had the following appearancd: B 533 T', : x,ev, cr M 3z
TxZM Men'shikov, or Kn 4123 TsZM Ehayurov, = ;%,
visicn or glavk were the compiler of & documeht _
or his deputy, the layout of. the signature is une "exceut that tme
number itself will be a fractional numerel, with the gignature mmber
of the executor's division represefting the denominetor, The following
examyles will illustrate this principel: N 2432/65 TsMOR Novikov,

B 533/56 TsZM Bukayev, 14 3224/7L TsZM Menshikov, Kh 4173/65 TsZi Kha-
yurov, This same proesdure is used on meiled documents in a slightly
changad form, The outzoing numbers and the dete sent are pul in corner
stamps which vsually have the follewing appearance:

USSR
Ministry of the Maritime
Fleet

Division « . .

" ¢ v « » 19 & year,

Moscow

Mitsa Zhdanova Building No 1/Z

On the corner stamp, which is always placed in the upper lefthand num-
ber of the doﬁunent the same outgoing numbers will have the following
appearance? 432‘ B 533, Kh 4133, while the signature of the Minisier
or cne of his deputics is plzced under the text of the letter ac a full
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titles TP such a miiled document is compiled by the director of 3 divi-
sion, for instance the Economic-Planning Division, end is sighed by the
Minister, the title of the compiling division will be entered on the
corner stemp in the section: M"division." In the exgfple I have given,
the Economic~Planning Division and number and the sighature number will
together make a fractional number’'- for example, N 4214/65. By the
title of the division we determine that the compiler of the document w8
the-chief of the Ministry's Ecofiomic-Planming Division, the letter "H"
in the signature humber tells us that the documént was signed by Novikov
(the Ministor), the numerator is the outgoing numbér of the message cen-
ter and the denominator is the outgoing number of the Economic-Flanning

Division., This registration procedure melkes it easier to find documents .

7. If the document comes from the Minister himself or oné of his deputies
it moves as followst The document, signed by the Minister, goes to his
tecknical secretary. The secrotary registers the  doéiment in his log
for the Minister's outgoing mail and writes in the outgoing number on the
document, Then the document together with a copy is sent to the bffice
directorate where o receipt 1s received for it, ®Herd the document is
again registered in the log for outgoing rail under the same number as
in the secretariat, put in an envelope and sent to the messdge center
for meiling to the addressee. The copy of the document remains in the
office directorate.

50X1 ‘ S
8. lhat the orders of the HMinister and his deputles and other docr-

ments, letters and radiograis which were compiled by the Minister himself
or one of his deputies go through the office directorate, Originels of
orders and copies of letters and radiogrems written by the Minister or
one of his devuties are kept in the office directorate. In¢oming Govem -
ment mail and other documents addressed to the Minigter personally or to 50X1
cne of his deputies also go through the officﬁ\d@r%g ’ "ff%::f:::::::]
examine this latter procadure. poiE o

9,  The flow of incoming letters addressed to thefﬁfni followss
A1l mpil comihg in to the Ministry comes first o the mess ge ‘center.
Hore the meil is norted and everything addressed to. the Mitiister or one
of his deputies is registered githor in the log for incoming documents
or in the delivery register and then transmitted to the office direc-
torate where a raceipt is obtained. In the office directoratd, the muil
is opened, registered in the log book for incoming mail, and transmitted
to the secretaries of the Minister or one of his deputies+and a receipt
is obtained. Herc the mail is again sorted, Pegistered and transnitted
to the Minister or one of his deputies. Private statements and com-
plainis from vnimportant persons are ordinarily not transmitted to the
Ministor bub are sent for examination to the prover divisions. Mail
which is addressed to other divisions of the Ministry is sent directly
from the message center Lo the appropriate division, by-passing the
office directorate.

10, The flow of radiograms addressed to the 'linister differs only in that
it proceeds thrcush the radio station. .

11, Each chief and central directorate and division of the Ministry has a
secretariat charged with registering and keeping a record of &1l docu-
ments passing through.

12. Suppose that the chief of & ghief directorate sends & letter to the di-
rector of o field organization. If the letter 38 written by the chief
of the glavk himself or his deputy, it goes directly to the secretarial
of the chief dirvectorate. If the letter is written by one of the offi-
cials ~f the directorate and signed by thé'chief, it goes to the secre-
tariat of the chiof directorate. If the letter 1is writtén by oné of
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Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2



Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2

SECRET
7 50X1

the officials of the directorate and signed by the chief, it gocs to The
secretariat throurh the execubor or the zompiler (sostavitel'). In the
secretarint, the letter is registered and the outgoing number of the
chief directorate with the appropriate code of the directorate is placed
on it., For exsmple, docurents from the Chief Directorate for the Petro-
leun Fleet have the code "H" before the outgoing number, documents from
the Chief Directorvate for the Scuthern Fleet and Ports have the code
Yyt hefore the outgoing number,-documents from. the Chief Directorate for
the Northwest Fleet and Porfts have the eode "S" béfore the outgoing num-
ber, and documents from the Cemtral Technic~l Directorate have the code
" pefore the cubgoing number. From the-sécretariat of the chief dirse-
torate, the letter goes to the message center of the Ministry to be semt
to the addressee. Ths person responsible in the message center signs a
.; Teceipt for the lstter either in the log book for outgoing rail of the
glavk or in the delivary register. The flow of documents from other offi-
ecials of chief or central dirasctorates or divisions 4s similar,

13, The flow of incoming documerts will bs as follows. A4ll the mail first
acomes bo the message senter of the Ministry where it is sorted. Then it
is registered either in tHe log book for incoming mail or in the delivary
register and sent to the appropriate chief or central directorate or di-
vision where it was addressed. In the secretariat of the chief direc-
toraks or other diwision, the mall is opened and reglstered in the log
for incoming meil. Then the document is stamped "arrived" and transmitted
to the appropriats official and a receipt is entersd in-the log. Suche
receipt is not required from the chief or deputy chief of a-glavk division.

1%. The flow of documents in shipping lines, ports, basin waterway director-
ates, plants, shipyards, construction and other organizations of the
Ministry, is carried on through heads of officeés (zaveduyushchiye kantse-
lyariyami), monagers of correspondence (deloproinodstvzg? clerks,
(deloproizvediteli), or file clerks of administrative services divisims,
throuzh secretaries of supervisors and dsputy supervisors of organizatinns
and through secretaries of supervisors of other edoromic units oconteinad
in the given organization. In very small organizatlons ofthe Ministry,
21l correspondence is concentrated dn the hands of secretaries of direc—
tors of the organizetiona. Let us study this with concrete exarples:
Suppose that an order of the Minister arcrived at the address of 'a shipping
line., The secretary in turn signs a receipt for the order and gives the
order 4o the chief of the shipping line. After the chief of the shipping
line returns the order (usually with a resolution to the exscutors) to
his seeretary, the latter registers it ia his log book for Ministerial
orders (or in his delivery register) and transmits it , obtaining a re-
ceipt, to the clerk of the administrative/services division, The order
then goes from the clerk to the executor who signs a recelpt...

15. The flow of incoming mail to a shipping line proceeds as follows. All
meil goes to the file clerk or the clerk of the administrative/services
division where it is sorted, according to the following procedure: en-
velopes addressed perscnally to the chief of the shipping line,-his de-
puties, chiefs of services and @ivisions cannot be opened in the adminis -
trative/services division vhere it is sorted, according to the following
procedure: envelopes addressed personally to the chief of the shipping
line, his deputies, chiefs of services aad divisions cannot be opened
in the administrstive/services divisions but are only registered in ths
log for inaoming mail or else in a delivary register and transmitted to
the addressee. I1f the enwelope with a document 1s addressed personally
to the eshief of the shipping line, the clerk in the administrative/ser-
vices division transmits it, obtaining & receipt, to the secretary of

. the chief of the shipping line. : The secretary opens the envelope, regis-
“ters the document in tne logbook for incomimg mail}, stamps it "arrived!
and “ransmits it to the chief of the shipfing lide. ALfter ithe chief ro-
turns the document +ith a resoluticn far the expeutper, the secretiry

SECRET

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2



Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr2013/04/29 : CIA-RDP82-00047R000400180005-2

SECRET

adds to the note in the inecoming mail logbook a brief -summary of the cm-
tents of the resclution, and the name of the executor and transmits the
document to the executor, obtaining a receipt.  The executor, after he hus
acted on the document, transmits the answering, or action document with

a copy to the clerk of the administrative/services division. The actim
document is registered as an outgoing document in the-logbook for outgo-
sng mail by the clerk .and the copy is returned to the éxecutor, who signs
o receipt. - The secretary is-supposed to mike a-periodic check on fulfil -
ment of documents coming to the chief of the shipping line and make appro-
priete entries. on. fulfillment of documents in his log for incoming mail..
The executor retains the requesting document with the resolution of the
chief of the shipping company and the copy of the actlon document in his
own files. :

16, lLet us teke another example vhen an envelope addressed simply'to the ship-
ping line, without indication of. the office or neme -of the addressee, ar-
rives at the administrative/services division, The clerk opens the enve-
lope and finds a. document. addressed to the chief of the shipping line..

The clerk registers the document in his incoming mail Tog; stemps it Mgy -
rived", writes on it the incoming number and transmite the document, ob-
taining a receipt, to the secretary of the chief .of the shipping line.
Purther movement of the document will be the-seme-.as in‘the previous
examplo, . C

17. Various complaints and porsoncl statements addressed to the chief of the
shipping line from unimportant perscns are reglstered by the secretary in
the normal manner but arc then directed to the appropriate officials, by-
passing the chief, Documents addressed to other officiels in orguniza- -
tions and enterpriscs of the Ministry are handled in the same way as de-
seribed above. : . “

18. Outgoing documents in organizations and onterprises of the Ministry of the
Merchant (as well as the River) Fleet are handled in the following manmer.
If the document comes from the director of the organization or enterprise
personally, it goes first of all-to the director's secretary, The scers-
_tary registers.the dccumnt in the outgeing mail-log and inltes-on the docu-
ment-the oubgoing mmber and the date it wis sent. Then he puts the decu~
ment in  un envelope and delivers it to the clerk of the administrative/
services division for mailing to the addressee, obtaining -a- receipt in
the delivery register. o " L e

19. Documents which are written by executors but signed by directors of or-
ganizations or enterprises are handled as Tollowss the execubtor receives
the document signed by the director frorm the director's secretary or the
director himself. Then the executor transnits the document, together
with & copy, to th~ clerk of the edministrative/services division to be
gent to the addressce. The clerk registers the document in the outgoirg
mail log, and puts the outgoing number and the date sent on-the originsl .
and the copy. The copy of the document is given to the sxecutor for re-
tention., He siens 2 recelpt, and the original is semt to the addressee.

20, Outgoing radiograms in organizations and enterprises are handled as fol-
lows: The executor gives the radiogram to the director for his signa-
ture. The executor then given the signed radiogrem to the clerk in the
administrative/servi.ces division, where it is registered in the outgo-
ing radiogram log. On the original and the copy of the radiograms are
marked the sending dete and the signature (outgoing) number is entered
before the service code and signature of the director. The copy of the
radiogram is given to the executor, who signs for it, and the originel
is sent to the trensmitting radio station where a receipt is obtainad
in the delivery register. At the radio statlen, the radlogram is regis-
tered in the outgoing radiogram log, and the outgoing, mumber of the racie
station or, as it is usually called, the head ramper, and then the
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radiogram 1s punched and transmitted to the addressee‘

21, In conclusicn, let us examine a concrete example of the movement of a
“ document in the Merchant Fleet system, using the mdst complex case
where the décument goes through all stages, startlng with the Ministry,
_ to the field and back to the Ministry. Suppose that the chief's of the
Economic-Planning and the Labor and Weges Divisions 8% the Ministry pre-
/ parad for the Minister's signature the draft of a regiilation for direc~
! tors of chief and central directorates ¢oncerning & five per cent reduo-
" tion of administretive personnel in subordinate organizations and enter-
prises, When the regulatlion has been signed by the Minlster, it is de~
1ivered to the compilers either diréctly or through the Minister's deprty
Fach eompller, in this case the chiefs of the Economic Planning and the
Lavor and Salaries divisions, has coples of the regulation. Either cne
of tlhie chlefs sends the original of the regulation to the exsoutor
through his secretariat, with the ngreement of the other chief, If they
agree to mend tho regulation through the secretariet of' the Bocnomlc
Planning Division. The chief of that division transmits the . Minister's
reguletion to his secretary vho reglsters the dooument, writed in the
division outgoing number, the date sent, and transmits it to the Minis-
tryig messago center for delivery to the addressee, In the message cen-
ter the dociment 4is agein registered 'in the outgoing mail logbook and
the outgoing number of the message center is placed on the document in
such & way as to form a fraction, of which the outgoing number of the
ressage center is the numerator and the outgoing number of the Economic
Planning Division is the dencminator. In addition, the name of the di-
vigion fulfilling the regulation is placcd on the corner stamp. The ro-
gulation is then sent by mail or courier from the message center to the
executors where receipts are obtained. .4 copy of the document is re-
turned, a receipt being obtained, to the secretary of the Economic Plan-
ning Division, who immediately informs, usually by telephone, the secre-
tary of the Labor and Wages Division that the document was transmitted
to the executors cn such and such a date under such and such a number.
Quite frequently the following procedure for sending documents to exe-
cutors is practiced. The secretary of the Econgmic Planning Division
registers the document and inserts in “he corner stamp the titles of both
of the divisions which compiled the document and then the original and
two copies are sent to the Ministry message center. 4t the message cen~
ter the document is reglstered as usual und the coples are sent to the
appropriate divisions which cqguiled the order, according to the
designation in the corner stamps. -~

22. Suppose that the Chief Directorate for the Petrolewn Shipping Fleet is
among the executors of a ministorial regulation The regulation is de-
livered hy & message center courler to the seprgtariat of the GLAVNEF-
TEFLOT (Chief Directorate for the Petroleum Shipping Fleet) znd gots a
roceipt from the secretary. The secrstary registers the regvlation in
the incoming mail log, stamps cn it "arrived", the incoming nurber, date
of arrival and transmits it to the chief of GLAVNEFTEFLOT. The chief of
GLAVHEFTEFLOT places on the rrgulation a resclution approximately as
follows: "Comrade Dzhalalyants (chief of the Division of Labor and Wages
of CLAVHEFTEFLOT), "Plecce nive instruciions lecally end keep track of
how the Ministerinl resulation is carried out." He giwes this instruc-
tion to his seeretary ho adds a ncte on the contents of the chief's
resolubion and the name of the executor to the registration note that
has already been made in the incoming mail log. The chief of the Laboxr
and Wages Division drafts a regulation for directors of all field or-
ganizations in GLAVFEFTEFLOT and gives it to the ahief of GLAVW.FTEFLOL
for his sigmnture. Wien the regulation is signed, the Chief of the
Iabor and Wages Division glves it, together witk 4 copy, Lo the sscre-
“tary of the Chizf Directorate. The secretary regfsters the docusent in
the eutooing meil log, places on it the outgoing number of the cnief
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directorate and the date sent, and transmits it to the Ministry nessage
genter by courier, usually in an envelope, and gets a receipt eithsr
in the log or in the delivery register. A copy of the regulation is
returned to the chief of the Labor and Wages Division of GLAVNEFIEFLOT,
who signs a receipt for it and keeps it in his files, together with
the original of the Ministerial regulation and the resolution of the
chief of the chief directorate. In the message center the document

18 registered in the outgoing mail log and sent to the addressees
through facilities of the Ministry of Communications,

23. Suppose that among other organigations of GLAVNEFTEFLOT, the regulatien
arrives at the "Reydtanker" Shipping Lins. It comes first to the clerk
of the Administrative/Services Division. If the envelope is not addressed
personally to the chief of the shipping line, the. clerk opens it and re--
glsters it in the log for incoming mail, stamping it "arrived", and writes
in the incoming number. If the envelope is addressed.psrsonally to the
chief, the clerk registers the envelope either in the incoming mail log
the document in the incoming meil log, stamps on it "arrived" and #tis
incoming number and the date of -arrival and then transmits 4t to the
chief, The chief writes on it his resolutien, which mlght be as follows:
"To the Chief of. the Labor and Wages Division. Please see that the im-
structions of the Chief of GLAVNEFIEFLOT are cerried out,™ and then re-
turns it to his secretary. The secretary adds a note on the contents of
the chief's resolution and the name of the executor to the note he heas
already made in the incoming mail log and transmits the document to the
executor, obtaining a receipt for same. After the chief of the Labor anmi
Wages Division has carried out a2 reduction ih administrative personnel
in the various parts of the Shipping Line, he writes a report to the
Chief of GLAVNEFTEFLOT and gives the report to the Chief of the Shipping
Line for his signature. When the document has been signed it is trans-
mitted with a copy to the clerk in the Administratiye/Services Divieion
for .delivery. The clerk registers the document im the outgoing mail 1l«g,
puts the outgoing number, date sent and the title of the division which
authored the report, on the document. The original cof the document is sent
through the facilities of the Ministry of Communisations to GLAVENEFTEFLOT,
and the copy is transmitted to the Chief of the'Labor and Wages Division
and a receipt obtained. The latter retains the copy of the action docu-
ment and the original of the regulation »f the é¢hief of GLAVENEFTEFLOT,
with the resolution of the Chief of the Shipping Liné, in the files of
his division., The courier of the Administrative/Services Division de-
livers the report in an envelope to the mail department of the Ministry
of Communications where he receives a receipt for the envelope. The num-
ber of the mail receipt must be noted in the log of the Administrative/
Services Division where the document which was sent. .to GLAVNEFTIEFLOT was
registered. The report on reductions in personnel goes to the message
center of the Ministry through the facilities of the Ministry of Communi-
cations, Here it is registered in the incoming mail log (the envelope :is
usually not opened) and sent to the secretary of the chief of GLAVNEFIE-
FLOT and a receipt received., The secretary opens the envelope, registers
the document in the incoming mail log, writing on the document the in-
coming number and date of arrival and, stamping it "arrived", transmits
it to the chief.of GLAVNEFTEFLOT. .The Chief of GLAVNEFIEFLOT puts on the
document his resoluticn approximately as follows: #Comrade Dzhalalyante.
Please prepare a report to the Minister on the reductions that have bsen
carried out in the "Reydtanker" Shipping Line incorporating it with the
remaining organizations of GLAFNEFTEFLOT," and then returns the document
to the secretary. The secretary adds a note on the contents of the ra-
solution of the Chief of GLAVNEFTEFLOT and the pame of the executor, to
the note he has already made in the incoming mail log and then transmits
the document to the executor and receives a receéipt, The Chief of ths
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Taber and Wages Division prepares for the Chief of GLAVNEFTEFLOT a dreft
of a report for the Minister on the reductions in personnel that have
been carried out in the organizations of GLAVNEFTEFLOT and gives the re-
port either personally or through a secretary to the Chisf of GLAVENEF-

"TEFLOT for his signature. The secretary makes = mote in the log for in-
- coming meil from the field, on the faet that the Chief of the Labor and

Wages Division has carried out the resolution of the Chief of GLAVNEFIE-

" FLOT-to prepare a draft of the report for the Minister and, in his log
for- incoming mail from the Minister, he makes & nete that the Minister's

regulation has been put into effect. The Chief of GLAVNEFTEFLOT gives .
the report to the Minister either through the latter's secretary, or, as
is glmost always the case, he delivers it personally., The Minister will
put a resolution on the repcrt similar to the followings %To Comrade Pe-
truchik (Chief of the Economic=FPlanning Divisi~n) and Comrade Gretskiy
(Chief of the labor and Wages Division) for information," The report of
the Chief of GLAVNEFTEFLOT goss from the Minister 4o the Minister's secre=-
tary, who registers it in the incoming mail log and transmits 1t, obtain-
ing e receipt, to the officiel whose name appears first in”the resolu~
tion, in this case the chief of the Economic-Flanning Division: The Seo-
retary of the Economic=Planning Division registers the document in the
incoming meil log, stamps the document "arrived", and writes in the in-
coming number and the date of arrival., .After this he transmits the doou-
ment to the Chief of the Economic-Plamning Division, at the same time ao-
queinting the Chief of the Labor and Wages Division with the document by
gsending him the copy. Then the Chiaef of the Economic-Planning Division
and the Chief of the labor and Wages Division examine the report, and if
it fulfills their requirements, they incorporate it in ithe case file.
From this time om the document with the Ministeriasl regulation is consi-
dered closed with the Chief of GLAVNEFTEFLOT and eonseguently the docu-
ment with the regulation of the Chisf of GLAVNEFTEFLOT is considered
cloged for the Chief of the "Reydtanker® Shippihg Line.

From the example|  |it will be apparent that eséh document must
traverse a long and complicated path in the Merchdnt Fleet system. This
generalization pertains squally to the River Fleet and all :other organi- 50X1
zations, enterprises and establishments of the Soviet Union. [gﬁ

comment that in other depsrtments red tape is even greater than in the

Merchant and River Fleet. The red tape and butreaucracy is particularly

great in establishments of the so-called Soviet apparatus, in.oblast',
munieipal, rayon and village eouncils of workers' deputies end in divi-

sions contained in these exesutive committees., The buresucracy and red

tape in these organizations is always an object of criticism in the Soviet

press,

THEORETICAL AND PRACTICAL: EFFECT OF THE EXISTING METHODS OF HANDLING DOGU-
MENTS IN THE MARITIME AND RIVER FLEETS OF THE USSR

The existing system for hamdling documents in the Merchant and River
Fleets in the Soviet Union developed gradually and it began to take on

& complex form during recent years, particularly after World War II.
Aside from the fact that the Government itself tended to make the system
more complex in order to reinforce sontrol, the following circumstance
played a large part: BEvery official in 21l organizations and enterprises
of the USSR carries great responsibility for his work. The slightest mis-
take in his work or tardy fulfillment of any assignment in most cases
threatens the guiity person with criminal prosecution. Each official in
his day-to~day work is threatened constantly by a series of articles in
the criminal code and Government ukases concerning criminal prosecution
for officials for a variety of misdeeds which are crimingl from the poinmt
of view of the Govermment., Let us cite an example which concerns an -
over-sxpenditure for some item of the budget. The director of the ship-
ping line and the chief accountant can be subject to criminal prosecutim
under Artiszle 109 of the Criminal Code of the REFSR, irrespective of
vhether or not these persons were gui%ﬁg iR permitting the over-expendi-
ture, They would be accused of abusing tHeir cfficial position. One
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could c¢ite a multitude of such examples, This phénomenon gave rise to &an
unhealthy atmosphere of mutual distrust in all organizations without ex-
ception, and created a great number of all sorts of documents and papers
so that officials might be able to defend thqmsel#es‘and their actions
or be in'a position to document their accuaations;ofﬁbther people. In
this connection, every scrap of paper, ‘even the most insignificant from
the point of view of its content, must be registered and récorded in the
most painstaking fashion. Thus it can be conclyded that this system of
red tape was created by the Soviet Government ag well as by the nature
of daily work of all the officials. :

50X1

26, In establishing this system of drawing up, registering and handling
documents, in theory the following goals were held in mind: '

(&) The possibility of determining at any moment the origin and vhere-
‘abouts of any document. i )

(b) The possibility of facilitating supervisfon over the activities of
avery officlal by organs of control, In this regard, it should be
kept in mind that there is a profusion of control organs for the ac-
tivity of every orgenization and enterprise in the USSR and in the
event of inspections and examinations it ig vitally important for
each official to have solid documentation for his every action and
thet all such dosuments be properly registered and rescorded. This
should be comsidered the moet important reason for creating this com-
plex system of handling documents.

(¢) The possibility of facilitating supervision by chiefs over the work
of their subordinates. L ,

(d) The possibility of facilitating mutual sonthsl be individual
officials in their dey-to-day work. S B

(e) The achievement of an efficacious éhd.fléi# 9 8y fprghandling
various orders, regulations, directions, explandt 5, 8tc.

27, The practical effect of this system of bandling ddcuments can be charac-
terized as followss L

(8) The system justifies itself as far as establishing the origin and
= present whereabouts of any document is concerned, If a document
has been properly registered and filed, there is no great difficulty
“in finding it. In this connection we should take into consideration
the fact that in spite of the monstrous burpaucracy and red tape of
Soviet establishments, there are many officials who do not know how
to handle documents and hate paper work. Such persons strive when-
ever possible to get rid of papers either by losing them altogether
or by sending them along to some other officlal, operating on the
principal of passing the buck. o

(b) This method of registering documents makes it possible for control
organs to find the source of any document and investigate how it was
acted on, In this comnection the system justifles itself.

(¢) As far as facilitating supervision by directors of orgenizations over
the activity of their subordinates is concerned, the system justifies
itself. If the chief of a shipping line wishes to check on how the
Chief of the Planning Divisior is carrying out his work, he need
only request that the Chief of the Ldministrative/Services Division
or the clerk make extracts from the outgeing log on all documents
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which have emanated from the ‘Planning Division, With this list, the
Chief can request from the Chief of the Planning Division any document
emanating from his division and check on whether it has been correctly
handled. - Suppose that the Chief wishses to learn how the Chief of the
shipping company’s service of communications has been fulfilling regu-
-lations. He requests his secretary to make an extraet from the outgeing
log of all regulations sent to the Chief of the Service of Communications
and check to see how they have been carried out.

(d) The effect of this system in facilitating a mutusl check by various
officials will be about the same as in the previous examples. If ths
Chief of the Labor and Wages Division decides to check on how the dirsc-
tor of a ship repair plant subordinated to the shipping lines has bean
reviewing complaints and statements of workers, he inetructs the secre-
tary of the plant director to make extracts of the incoming mail log
which concern statements by workers and make a report on how these
statements have been handled. If the Chief of the Labor and Weges Divi-
sion of the shipping company wishes to investigate an agency of the ship-
ping line concerming observation of dimcipline in ‘controlling mumbers of
personnel and salariea, he requests, from the ¢hief of the agency, sta-
tlstical information on salaries paid to workers and officlals of the
agency and then compares them with the offisial tables of organizetion
for the agency which were sent out by the Chlef of the labor and Wages
Division to the chief of the agensy.

(e) Concerning flexibility and operational efficiency in the handling of
documents, it must be stated that the effect of the system has been the
exact opposite of what was expected. First this system of handling doeu-
ments is too expensive for the nation. A whole army of parasitical ad-
ministrative personnel consisting of all sorts of secretarles, mail
clerks, file clerks, heads of offices, offlce directors, etc. must be
kept to handle the ocean of documents coming in and out of all these or.
ganizations and this imposes a terrifie¢ overhead expense on the ectivi-
ties of such organizetions. In addition, every director tries to keep
two and even three secretaries instead of the specified one and charges
this expense to production costs. In the great majority of organizations,
directors maintain sesretaries not in the slots designated by the table of
organization, but in slots set up for technicians and even engineers in
order to be able %o pay them a better selary, Mesnwhile, in production

. departments, the chiefs are unable to hire a desperately needed engineer
because the slot is filled by a secretary of the director. Every petty
chief, who has only two or thres subordinates gtrives to maintain a :se-
cretary, in spite of the fact that this man; vhamwe call a chief out of
charity, does not receive morse than a dczen documents in a month, But
the chief will maintain a secretary, even if illegally, working on the
principals *Whet kind of a chief can T call myself if I haven't even
got a secretary?" TFurther, how can we talk about achieving operational
effieiency in handling docurents when they arrive at their destination
after long periods of laying around in various "incoming" and "outgoing"

50X1 points? |  |when ministerial
orders were delivered to the sxecutors a week and sometimes two weeks
after the deadline for fulfilling them. There cen be no talk of opera-
tional efficiency if we consider the following example: Over the tele-
phone the chief of & glavk srders the shief of e shipping line to re-

- address a carge o another pert immediately. The chief of the shipping
line refuses to fulfill an oral directive and demands written confirra-
tion, since he fears that if the chief of the glavk is meking a misteke,
he, the shief of the shipping line will bear the responsibility. So the
chief of the glavk is obliged to send & radiogrém confirming his oral
direetive. By tha tims the radiogram has passed through all the "in-
coming® and "outgoing" points the vessel loaded with cargo has sood idle
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for 48 hours and longer and the shipping company has suffered losses of
twenty or thirty thousand rubles. Tet us take another example: A chief
engineer of a shipping line gives an order over the telephone to the chiefl
of the ship machinery service to delay cleaning the ship's engines until
the ship has completed an urgent eruise. The chief of the ship machinery
service refuses categoriszelly to fulfill this oral directive without a
written confirmetion., His reluctance to accept responsibility for such
an action is due to the fact that there are definite norms for hours of
operation of the various types of engines between cleanings. By the time
the written order comes to the chlef of the ship machinery service, the
vessel will have stood unproductively for a certain length of time, and
then there is still the possibility that the chief of the ship machine
gervice will take into his head to appeal the order of the chief engineer
to the chief of the shipping line.

-

S

50Xt 28, Thus, | | above, a sitwation of horribly drawn-out paper work
end bureaucretiem 1s rempant in organizations and enterprises of the USER.
Quite frequently every vital ides and creative action dies in the embryo,
smothered by paper work. Every official looks at every document coming
across his desk as his bitterest enemy and tries either to reroute it or
meke some formal evasive answer and play for time in the hope that during
the exchange of correspondence the matter in question will become less wr-
gent so that it will not be necessary to make a great effort to fulfilling
it, The former chief engineer of "Reydtankert, Engineer General Directar
3rd rank of the Meichant Fleet, Tsibugzin (at.present chief engineer of
the "Kaspflot" shipping 1ine) declared quite openly that all papers should  50X1
1ie in 2 locked desk drawer without any action until they become obsolete ; 50X
then they should be thrown away. | , *—o  lthe for-
mer chief of "Reydtanker! Loginov (present chief of the Baltic Shipping
Line) received from the Central Committee of the Seamen's Union an urgent
directive to send a safety technique engineer of’ the ing line to Lepin- 5oy
grad for a conference on safety techniqueTAAAAAAViJ to fulfill
this directive and decided to send a letter to the Cen ormittee of the
50X1 : Seamen's Union requesting an explanation of all so 1ils such as
the length [~ | engineer was %o be on TDY, wh als he was
supposed to take along and a great number of other trivial questions.
The purpose of this memorandum, speaking frankly, was to start a drawn-
out correspondence and thus play for time till the conference was over,

50X1 after which the directive could be filed away and forgotten. By the 50X1
50X1 time [ | memorandum got to Leningrad received a reply, the confen- 50X1
ence was over and ?::::::]able to esonomize travel funds which
50X1 were always short; T
29. While officials regarded all directives and requests as their bitterest
enemies, they tried to wall themselves securely with paper on their own
50X1 requests and actions, working on the principal "you can't staple the

spoken vord in a file,” || an instance when the chief of the Cepi-
tal Construction Division of the "Reydtanker" Shipping Line, Nikiforov, re-
quested Sereda, the Chief of the Planning Division of "Reydtanker" for a
cortain figure. 1t should be noted that they worked almost in the sane
room, separated only by 2 thin partition. While sitting at their desks,
they could see each other through the open doors of their offices and could
easily converse, Sereda gave Nikiforov the required figure through the
door, However, Nikiforov told him: "Ok no you don't, Mikhail Pavlovick.
Write the figure in an official memorandim and have .it registered in the
Administrative/Services Division." Infuriasted, Sereda answered: nif

that is the way it is going to be, Meksey Nikiforovich, be kind enoush

to send me the request in writing, registered in the Administrative/Services
Division." And thus, these two officials, working in the same building.

on ‘the same floor and almost in the same room, earried on correspondence
for two or three days on this trivial point, with a resulting delay in The
work they were doing.
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50x1 30. numerous such examples of the most fantastic
" delays in paper work and the most disgusting bureaucracy.

- end -
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